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Job Management 3 
This session will cover: 

 Reviewing the costs associated with Jobs and walk through the Job closing process.   
 Reviewing and understanding some of the most popular Job Costing reports from the 

Report Manager. 
 
Two different Job scenarios will be evaluated 

 Residential Intrusion 
 Commercial CCTV with change orders 

 
 
Note:  This will be an interactive session, so plenty of space is being provided for taking notes as 
your presenter walks-through and reviews each Job through to the closing process. 
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Job Closing Checklist 
When using the Job Management module, there are many options that may be used for 
different types of Jobs.  The options used depend on each company’s internal policies and 
procedures.   
 When reviewing completed Jobs and preparing to close, it is a good practice to have a formal 
checklist of items to be verified prior to closing the Job to insure all costs, income, 
documentation, etc. have been correctly posted to the Job.  You may have one checklist for 
simple installations and another for more complex types of jobs.  Implementing the use of a Job 
Closing Checklist reinforces company policies and procedures, since people are people and may 
forget to do things that are important to the company process. 
 
Note:  You may want to consider using some of the Job Custom Fields as an electronic Job 
Closing Checklist. 
 
Sample Job Closing Checklist 
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Using Job Custom Fields for Job Closing Checklist 
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  Notes 



2016 SedonaOffice Users Conference  Job Management 3 
 

 
  Page 8 of 39  

Residential Intrusion Job 
This Job is for a simple Residential Intrusion system.   
 
Reviewing the Sales Summary page  
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  Notes 
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Reviewing the Parts Reconcile List 

             

Notes 
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Reviewing the Purchase Order List 

              

Notes 
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Reviewing the Job Appointments & Time Sheets 

           

Notes 
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Notes 
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Reviewing the Job Notes 

                

Notes 
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Reviewing the Job Documents 

                   

Notes 
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Reviewing the Job Costing form 
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Notes 
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Review Cost Variances 
Reviewing Costs appearing in WIP 
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Notes 
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Reviewing Labor Variances 

                        

Notes 
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Reviewing Miscellaneous Expense Variances 

                    

Notes 
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Commercial CCTV Job 
This Job is for a Commercial CCTV system with Change Orders.   
 
Reviewing the Sales Summary page  
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Notes 
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Reviewing the Change Orders 
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Notes 
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Reviewing the Parts Reconcile List 

               

Notes 
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Reviewing the Purchase Order List  

                      

Notes 
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Reviewing the Job Appointments & Time Sheets 
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Notes 



2016 SedonaOffice Users Conference  Job Management 3 
 

 
  Page 30 of 39  

Reviewing the Job Notes 

                      

Notes 
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Reviewing the Job Documents 

                    

Notes 
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Reviewing the Job Costing form 
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Notes 
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Review Cost Variances 
Review Material Variances 
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                                      Labor Variances 
 

Notes 
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Labor Variances  
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Notes 
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Miscellaneous Expense Variances 
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Notes 


